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17. Nane of Enpl oyee (optional)

18. Dept/Agency/ Establishnent - National Quard Bureau

a. First Subdivision - State Adjutant General
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25.
DUTIES:

This pogtion is located in the Hight Services Section, Airfidd Management/Base
Operations Function of the Operdaions Directorate in an Air Nationd Guard flying unit.
It's primary purpose is to manage, direct and oversee the operation of dl arfidd
activities and facilities under jurisdiction of the ar base, and to coordinate as necessary
with dl gpplicable agencies, base flying activities and trandent military arcrews and
arcdat as wel as cvilian aroaft utlizing ANG fadlities. Coordinates and maintains
liason with military, federa, and locd agencies concerning arspace utilization, safety of
flight, search and rescue operations, base contingency, and operational plans. Provides
direct support to arcrews as an integra pat of our naion's ar traffic control system.
Performs, plans, develops, administers, and conducts services required of a Hight Service
Section and an Airfidd Management/Base Operdtions function.  Directly supervises
several other separate, however, diginct functions within the Operations Group, such as
Operations Resource Management Systems, Administration, Training and Personnd.

--Adminigers, plans, coordinates, and directs the activities of personnd performing flight
sarvicedarfidd management support duties. These individuds may be on various types
of employment dsatus such as Air Technicdan, AGR, Specid Traning or on other
goproved manday orders.  Peforms the full scope of supervisory personnel functions
induding the assgnment of duties, participaes in the interviews and sdection of
employees, schedules and agpproves leave, ensures indoctrination of new employees,
provides training, evauates performance, initistes action to upgrade pogtions, and
resolves disciplinary problems. Establishes shift schedules and assigns personne based
on workload to ensure adequate coverage of arfidd/flight services operations. Supports
and takes dfirmative action with consderation of Equa Employment Opportunity in al
aspects of personnel actions. Keeps employees informed of NGB gods, objectives, and
palicies, and informs management of employee input and concerns.

--Plans, organizes, and coordinates arfidd management eactivities during and after
arfidd operating hours. Identifies need for and coordinates dl arfield congtruction and
repair projects for both mgor and minor arfield improvement projects.  Acts as the unit
liason with hogt arport authority to analyze impact of condruction on operationd flying
activities. Evduaes arfidd management activities to ensure compliance with
established Air Force and FAA policies and directives. Advises unit commander(s) and
daff on dl arfidd management relaed maters. Develops and agpplies Letters of
Agreement, Host Tenant Support Agreements, Inter-service Support Agreements,
Operational Plans, support of deploying units, and other support agreements as necessary
with locd and non-loca agencies to support routine base flying activities as wdl as to
regpond to arcraft incidents, in-flight emergencies, search, rescue, and recovery
operations;, evacudions, and sSmilar disasters, whether on or off base. This includes
directing base emergency response forces on the arfidd. Pans and develops operating
indructions and emergency action checklists to ensure timely response in the event of
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emergencies. Ensures indalation and operational aspects of secondary crash network to
assure immediate notification and response in the event of an emergency.  Conducts
arfidd-related inspections and tekes pogtive action to diminate unsafe flying conditions.
Reviews, formulates, and issues written indructions to clarify Air Force, MAJCOM, and
NGB guidance, and develops specid ingtructions for nonroutine assgnments.

--Develops and manages base flignt line driving progran to incude traning,
cetification, and remedid action when required. Egablishes procedures for controlling
privately owned vehicles on theflight line.

--Directs the Operations Resource and Hight Management activities and oversees the
custodia control and accountability for the AFORMS system. Andyzes and summarizes
the reports from the data sysem to ensure maximum utilization of unit aircrew resources.

Reviews operations resource management procedures and recommends changes to those
procedures; ingpects completed work; and eva uates employee performance.

--Serves as the Operations Directorate' s Resource Advisor (RA). Serves as primary point
of contact for Responshbility Center Manager (RCM) and Comptroller personnd on dl
reource management matters  affecting  the  unit. Devedops initid budgetary
requirements, programs avalable dolas, and identifies unfunded requirements.
Monitors financid programs within  Operations, consolidates initid  requirements
recelved from CCM, and vdidates unfunded requirements. Pans and anticipates
alotment of workdays for the Operations Directorate and ensures that adequate O&M
funds are available to support yearly deployments, exercises, and TDY.

--When desgnated as the wing SORTS manager, collects and andyzes dl avalable
SORTS data to ensure accuracy of overal wing report. Prepares and presents formal
SORTS briefings to Wing Commander and Steff, 1G, MAJCOM, State Headquarters, and
NGB. Publishesaformd training program for dl unit SORTS monitors.

--Coordinates air operations functions with air route traffic control center; control tower;
arcraft maintenance; crash and rescue; transent dert; and command section.  Establishes
procedures for gathering and mantaning current flight information and reporting
datigtical data relative to the base operations function. Interprets policies and flight
directives pertaining to flight plans and locd flight clearances.

--Reviews flight schedules, flight plans locd arcraft clearances, datisticd misson data,
and NOTAM files to ensure accuracy, completeness, and conformance with governing
directives.  Ingpects publication files of ar operations and arcraft flying directives for
completeness and currency. Reviews Flight Information Publications (FLIP).

--Supervises the procurement and maintenance of a complete stock level of publications,
charts, maps, forms, office supplies, stereo flight plans, and other supplies and equipment
required in the operation of the Branch. Hsures required maintenance of the FAA flight
planing (Did Labs) tdecommunications equipment and other equipment such as
NOTAM and westher receivers.
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--Performs other related duties as assigned.

Factor 1 — Knowledge Required by the Position FL 1-7 1250

--Knowledge of peformance characterisics, capabilities, and limitations of unit arcraft;
USAF and federd flying regulations; communications procedures, and other air
operations is required to enable the incumbent to make appropriate decisons related to
management of the ANG owned/operated/controlled ramp, taxiway and arfield facilities.

--Knowledge of maintenance and safety issues as they rdate to arfidd management.
Ability to review work projects and ensure they are in compliance with exising safety
dandards, FAA guidelines and Air Force/Air Nationa Guard ingructions. Professond
engineering knowledge is not required.

--Mug have the ability and knowledge to develop, adminigter, and monitor the flightline
drivers program.

--Ability to direct the work of others.

Factor 2 — Supervisory Controls FL 2-4 450

--Works under the generd supervison of the Air Operations Officer.  Exercises
independent  judgement peforming and overseeing the functions of the section.
Performance is evduated based on the effectiveness in meeting overdl objectives.
Significant problems ae solved independently, dthough the commanders are kept
informed of controversa matters, issues, and problems having widespread impact on the
misson. Continuing authority to make decisons, subject to an &fter the fact review for
policy conformance, is delegated to this postion.

Factor 3— Guiddines: FL 3-3 275

--Guiddines include a variety of Air Force regulations, FAA directives, and locd policies
and procedures. Most are genera in nature and require condderable adaptation and
interpretation. They provide a basic outline of desired results, but do not go into detall as
to the methods that will be used in management of the arfidd. Within the context of
these broad regulatory guidelines, the incumbent refines and develops more specific
guideines such as arfidd policies and operating ingtructions.
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Factor 4 — Complexity: FL 4-4 225

--The incumbent must consider what impact the decisions will have on the misson of the
flying unit(s) stationed or deployed at the base as well as the trandent arcraft who utilize
the arfieddd. Incumbent accomplishes the gods and duties of this postion in an ever-
changing red-time environment of operations with high vighility. — Stuations involve
short suspense, high leve involvement from both on and off base, high dollar impact, and
more importantly, alow no room for misiakes or second chances.  Resolution of
problems requires the incumbent to exercise sound judgement and tact, as wel as the
ability to sdll and/or negotiate various issues.

Factor 5 — Scope and Effect: FL 53 150

--The purpose of this pogtion is to manage, direct and oversee the operation of al guard
specific arfidd activities.  In addition to the locdly based flying unit(s), there may be
other commands, agencies, and commercid entities that utilize the airfidd during both
nomad and emegency dtudtions.  This may involve regular trandent flight missons
AMC and C-12/21 VIP missons and internationd flights. This pogtion is the focd point
of dl guard related airfidd activities.

Factor 6 — Personal Contacts &
Factor 7 - Purpose of Contacts; FL 3-c 180

--Principd contacts are with the Director of Operations, Supervisor of Hying, manegers,
arcrews, host arport authority, contractors, dignitaries, and other personnd who are
trangting the base or involved in mantaining arfidd faclities base-wide. Incumbent has
high vighility in specid event coordingtion with high levd dignitariesivistors within the
base, AFMC, Air Force, DOD and other governmental agencies and through persond
contact with various high level officids both ingde and outside the government.

--Contacts are to monitor performance, give advice, interpret specifications, seek
resolutions and corrective action on arfieddld problems, and/or to exchange information
related to the overdl operation of the arfidd. Applies skill and ability to tactfully and
effectivdly meet with and make recommendations to these high levd officds
Incumbent may encounter ressance due to organizational conflict or competing
objectives of the involved paties. Mug be skillful in gpproaching both individuds and
groups. Utilizes persuason and/or negotiation to obtain the desred effect (eg., ganing
compliance with established policies and regulations).

Factor 8 — Physical Demands: FL81 5

--Wadking, danding, bending, driving, and occasondly working in adverse westher
conditionsisrequired. No unusud lifting or carrying is required.
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Factor 9 — Work Environment: FL91 5

--Work is typicdly divided between aerodrome and office settings. However, incumbent
meets often with officids and makes frequent presentations a other facilities, both o and
off base. Duties require access to dl aeas of the flightline and require necessary
precautions regarding noise, fumes, and eye hazards.
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EVALUATION STATEMENT

. Title, Seriesand Grade: Hight Services Manager, GS-2150-11.

2.
3.
4.

. References:
1.

USOPM Handbook of Occupationd Groups & Families, Series Definition for
Transportation Operations Series, GS-2150, dtd Jan 99.

USOPM PCSfor Air Traffic Control Series, GS-2152, dtd Jun 78.

USOPM Adminigrative Anadlyss Grade Evauation Guide, dtd Aug 90.

USOPM General Schedule Supervisory Guide, dtd Apr 93.

. Background: This description was developed as part of a nationa project directed at
dandardizing al ar operations support postion descriptions in the Air Nationd
Guard. It eiminates severd pogtion descriptions currently being used by the dtates
(see OF-8, block 2).

. Saies, Title and Grade Determination:

1.

Sgriess  The primary purpose of this podtion is to supervise and direct flight
svices activiies of dl guad-owned arfidd land and facdilities (i.e,flight
sarvices, upkeep of taxiways, ramps, etc.). The Transportation Operations Series
GS-2150 includes dl cdasses of pogtions the duties of which are to adminigter,
supervise, or peform work involving the planning, directing, or operating of
trangoortation sysems and savice, including specificdly  pogtions involving
reponshbility for operaion of temind faclies ~ The GS-2150 series is
gopropriate for this podtion. The Air Traffic Control Series, GS-2152, was
conddered but it imposes unnecessty  qudification and  cetification
requirements.

Title There is no prescribed title for the GS-2150 series. The title of Hight
Services Manager is descriptive of the primary duties performed by the incumbent
of this pogtion. The title of Airfidd Manager was consdered, but determined
ingppropriate as this pogtion does not include responghility for the totad arfield
when the Air Nationd Guad is a tenant to dther another military or cvilian
organization having overdl management responghility for the airfied.

Grade Thee ae no grading criteria within the GS-2150 series.  The
Adminigrative Andyss Grade Evauation Guide is used to evauae the
adminidretive duties of the podtion. This guide daes it is primarily for use in
evduding two grade intervd pogtions in the Generd Adminigrative Clericd,
and Office Services Group (GS-0300) but that it may be used as classfication
guidance for two-grade interva adminigtrative work in other occupationa groups
not covered by published grade levd criteria The vdidity of usng this guide was
substantiated in a recent OPM gpped decision of a postion classfied to the GS-
2150 smies.  The dandard of choice for evauating the postion was the
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Adminigrative Andyss Grade Evauation Guide (July 3, 1997 apped decison).
This guide covers daff adminidrative and andyticd planning and evaudion.
The incumbent of this pogtion manages a substantive misson-oriented program.
The incumbent is responsble for the long-range implementation and
adminigration of the program and for evauding its effectiveness. Application of
this guide results in dassfication of this podtion a the GS-11 level (See attached
FES evduation). Also included is an evaduation of supervisory responshilities
(see the attached supervisory evaduaion summary). Those duties dso dassfy to
the GS-11 levd. Some incumbents may not meet the cdassfication definition
required for placement on this description based on supervisory responsbilities
but can be placed on the postion based on responshilities as the Flight Services
Manager having program responghility.

E. Conduson: Hight Services Manager, GS-2150-11.

Classfier: Roger M. Parrish NGB Personnd Management Specialiss Date: 30 Mar 00
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FACTOR LEVEL [POINTS REMARKS

1. KNOWLEDGE REQUIRED 1-7 1250

2. SUPERVISORY CONTROLS 2-4 450

3. GUIDELINES 3-3 275

4. COMPLEXITY 4-4 225

5. SCOPE AND EFFECT 5-3 150

6. PERSONAL CONTACTS and 3-c 180

7. PURPOSE OF CONTACTS

8. PHYSICAL DEMANDS 8-1 5

9. WORK ENVIRONMENT 9-1 5

TOTAL POINTS ASSIGNED: 2540 GRADE: GS-11

FINAL CLASSIFICATION: Flight Services Manager, GS-2150-11.

REMARKS: This is an evaluation of the program management responsibilities of the
position. These were evaluated by application of the Administrative Analysis Grade

Evaluation Guide.

Classifier: Roger M. Parrish NGB Personnel Management Specialist

Date: 30 Mar 00
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GENERAL SCHEDULE SUPERVISOR
POSITION EVALUATION STATEMENT
Flight Services Manager

FACTOR LEVEL | POINTS REMARKS
1. PROGRAM SCOPE AND 1-2 350
EFFECT
2. ORGANIZATIONAL SETTING 2-1 100
3. SUPVY & MANAGERIAL 3-2 450
AUTHORITY
4. CONTACTS 4A-2 50
A. NATURE 4A-2 50pts
B. PURPOSE 4B-2 75pts 4B-2 75
5. DIFFICULTY 5-5 650
(BASE WORK)
6. OTHER CONDITIONS 6-3 975
Adjustment Provision N 0
TOTAL POINTS ASSIGNED: 2650 GRADE: GS-11

REMARKS: This evaluates the supervisory work of the position (GSSG).

FINAL CLASSIFICATION: Flight Services Manager, GS-2150-11.

Classifier: Roger M. Parrish NGB Personnel Management Specialist Date: 30 Mar 00
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